ePROCUREMENT 8.8

CLOSE APO

Purchase orders should be closed in PeopleSoft after all goods / services on the PO have been
delivered to the Lab, received, and invoiced. Closing POs is important for removing division
liens as well as maintaining system response time. It is possible to re-open POs that are closed
in FMS 8.8.

This topic will show you how to close a PO using PO Reconciliation Workbench.

Click on eProcurement

Click Buyer Center

Click Purchase Order Processes

Click PO Reconciliation Workbench

Enter the Run Control / WorkBench ID of RECONWB
Click the Search button.

Search:

u:-m:n.:--

Worklist | Addto Favorites | Sign out
Favc;r'rtes Mainvl'u'lenu > eProcurement > Buyer Center > Purchase Order Processas
H b w

Reconciliation WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300} |300

Business Unit: = - =
WorkBench ID: begins with |RECDNWEL
Description: begins with -

[l case Sensitive
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Search Clear |Elasi|: Search & Save Search Criteria

Find an Existing Value | Add a MNew Value
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eProcurement 8.8
Close a PO

¢ Inthe "Purchase Order" and "To:" boxes, type in the PO number you want to close

e DO NOT
e Click the

Q-© ¥R

click on any of the Status, Receiving, or Matching fields.
Search button

¢ Pk @2 R

Home

Search: s
) Reconciliation WorkBench
[ My Favarites H H
[> Manager Self-Service Filter Optlons
b Project Costing Business Unit: LBNL WorkBench ID: PORECONME
> General Ledger N
&> Commitrment Cantrol Descri POReconwB
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b Purchasing Search Criteria
= eProcurement 5710674
= Buyer Center Purchase Or 2
— Manage Purchase —
z’a&w;rse Purchase PO Date: ) 165
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— Quick Source
Eeauisitions Due Date: bl To: [
— Dispatch Purchase
Orders Request BU: Q Requisition ID: Q
— Approve Change
Requests Vendor ID: Q
Item ID: @
— vendor and termn Gatalog ‘ Q
~ Inguiries and Reports Buyer Name:
— Analyze P it
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> Manage ERP Integration . QQ =
[» LBML Custam Pages Contract ID:
b LBNL Processes Release Number: Q
— Creats Requisition
— Manate Requisitions GPO ID: Q
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— Procurement Card Center GPO Contract:
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— Procurement Application
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[+ Program Management . .
ARSI [CIRequired Mot Required
b eSettlements O Mot Received O Partially Received CFully Received
I Banking Matching
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[ Data Exchanges [CRequired [INot Required
g ?;‘ Ul ARy O None O Partial Match O Fully Matched
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[ Worklist
> Application Diagnostics Llopen Encumbrances
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[ Reporting Tools
> PaopleTools GLUnit  |Account Project Fund Code |B+R BudgetDate [Location Code
— Change Wy Password = |
- iy Personsl [ & Q| L& al & Q| Q| B | a B =
— My Systarm Profila
— My Dictionary
gearch |Re(ur o R on [
v

e Aline showing the PO will be displayed. Click the checkbox to the left of the PO number

e Click the

Close button
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eProcurement 8.8
Close a PO

POs eligible for closing will be displayed. Click the checkbox to the left of the PO number

Click the Override icon
Click the Yes button

A screen will be displayed that says, "Continue to Close POs." Click the Yes button.
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When the PO is closed you will see a page that shows a "PO Status"

of "Compl."

File
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[ My Favarites
[ Mahager SeltSetvice
[> Project Costing
[> General Ledger
[> Commitment Control

= eFrocurement
= Buyer Center

> Manage ERP Integration
[» LBML Custom Pages

I> LANL Processes

— Create Requisition

— Manage Reguisitions

— Manace Approvals

A

Reconciliation WorkBench
LBHL
[FoReconE

Business Unit: WorkBench ID: PORECONWE

*Description:

Select POs for Further Processing
List of Purchase Orders

—

‘Llﬂ PO Date

Last Activity Vendor ID

111182003 082412005 0000028007

— Manage Purchase
Orders

— Expedite Reguisition
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— Quick Source
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— Dispatch Purchase
Orders

— Approve Change
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